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HOW TO FILE AN AMENDED REPORT 

STEP 1:  Make sure that you have entered all the changes to the contribu-

tions, expenditures, debts and loans for the reporting period. 

 

STEP 2:  To get to the page where you file your reports (the Filing          

Administration page), click the FILE A REPORT button on your homepage 

OR click the VIEW / FILE REPORTS tab from any page in the system. 

 

 

STEP 3:  Now you are on the Filing Administration page.  In the Filing His-

tory table, click the AMEND link in the last column on the right for the 

report that you amended. 

When you file an amended report, 

the system will automatically make 

adjustments to subsequently filed 

reports, if necessary.  

MCEA CANDIDATES:   

Please remember that your treasurer 

or deputy treasurer must file the   

report.  MCEA candidates can enter 

transactions but cannot file the     

report. 
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HOW TO FILE AN AMENDED REPORT 
(cont.) 

STEP 4:  Now you can see a summary of the report.  Look the summary 

over to make sure the totals are correct.  

STEP 5 (optional):  To preview the entire report before you file it, click the 

PREVIEW button.  This will open a new window with a PDF of the report. 

STEP 6:  To file the report, click the FILE button. 

 

The system will prompt you to confirm that you have finished entering all 

the transactions for the report.  If you have, click OK to file the report.  

The system will give you a message that the report has been successfully 

filed.  On the confirmation page, click FINISHED to return to the Filing   

Administration Page. 

The Summary of Activity only displays  

the totals of the contributions, 

expenditures and other transactions 

you entered.  You cannot enter or 

change anything directly in the 

summary. 

Previewing the report before you file 

it is a good way to make sure that you 

entered all your transactions and 

entered them correctly. 

You will also get a system-generated  

e-mail confirming that the report has 

been filed. 


